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♦♦ ♦♦ / ^ ♦♦ ^ 


yjl c^foU 2Lktf Ug j£ddL d^b 2 £~jj)\ d^£ (J^ ‘d? ^r~ J 
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uJ/^/ 1 c^/jy ^ JtU(fi 

< t ***** t ** *f 

Sc- uTu-^- (X < (j^y^ *--^if ifj.^ ^ l~)% 


^ f L 4^d c^v^ 7 

ly;j/ijl>-Ci/^l£i {£i/^^oJiji^(Jijfljjl^(Jjl(*dJ (Jfc£/j! (J^ 

<L~ iJxJ-Ct!^ cl~ Jljtl ijjji^ y^L. tyz^ \J ^^ ^r 

j!?^[jt^j\ t ^jy k \\Jj}j)\^\<tyc£\y 1 ^ yt* 

<j^A i£l«.J> {(JttcififjyZiC Ssf^d^'JiS 

-t/?^L/l_p^ 

jt 

t - w 

Jyttf££->\$jZ\ 

<d^r>y\? 
+*» ♦ 

iJuj iS^ti l^* )* l^O ijtifiJ^sy^iij} 
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t i & < ^—/ z— 

£J^£ tXjrL^f 

i—/L/L ^ 14 - 

- ? 1^* {j vO w t UvZl (Jl 

♦ 

y; ^0^ If If ■>* 6 y ^ ^ /£ €*& 9 i# 2- L / &£ C^ 1 < ( L* 

\J kjTU - 1^ ^Jf\^j [f y l/^ [£✓ ly^V \ysf\~Z— (J>*J 

y^-L/cJ L*^ ly J'£-f7y t, ^7\$y£j) I [j> 1 (ji oV ^ 

oK-i3 i}/jt / f ir^^yW^i ^7jS fc/lu^ji y C^i> i^ u ;<£*. ei 

^u/^b tr^iL/jjvii ]L A j>\^ y/^<£ ^—<y«(jVy^ 

Zl ^U^T? jt^\j —/" 
J ^Sdi If 6A[jijiJi^{fjj\£j)j\)3 

tfAjfi ^ i y (/jyr (J/^ vAC 7L J ^yr 

y i/{ji<z~^ S (3u? y^if lT^/j^ 

A ♦♦ 

3/iy~ d* J i* lT> -/L^y 

<S*i£ Jl»/t ^J)\l-iJ'lijZ{j : ^ / J^'o3J)l $££^f^J)\ ^yz\y£7\Jf 

-l£ 

^^SS-7( 3/0~ 6^7 if^if 

& 

♦ 

- L fyt |^5 \J\£-f{j U £/7{J^ \7j> l?y i—/^V £/ 
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IjPefytU 

y»j)\\Jl \pyz ^ l^ L(3£ J^/^Ci</. 

“~J^JU^[p/{Ji 

• 11 )L~ |I I Jy'jj'^L- c< II \J°j iJjfc/.jfj? 

H ^ » » MM V V H 

♦♦ ^ w ♦ ♦♦ ^ /* ' 

/(Jj \J\£— jt 3 \Jf*ijy-)J'^j\s^ 1 J 2 [$t/. j)\Jjf[J\<kL 2~ynJb 

I \ h^;4nVU 


A *t\ t(j ,-4 

^ (ji^lf zCtL-is 

l/JvZI w TjX cz/ijUtv (j^ frA^iiijZl c/i A# 

~ y (J^ * (JmJ* ^ l£ ^ i) * 
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? [Jj! 2~f>\ )\<L~/»Jyt tfj/ll jff (j/o) jt 2 




^ l/J 1^ic/y^vii ^i/^‘0 l /< 4 


♦♦^ ~ y w t V 


♦♦ 






















?LM(]// 







J ^-^Ir ^ ^ ^ U" 13 


S^jk .* (J* L ^ it jA L^ 14 
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H 


4— l£# ^ f (f~'2<tj i£ * • 



ijijzS • (J &» i 

&!£j3bb£Lj‘{*fjlh 

♦t- 

7^1 (jl« 
♦ 

JV i-~>€ Ij^r u >7 £<C i—Si—yt \sf& blcjjl 

-£_djAj£ 
— ,r » ♦ w 



y {JUtl ijMbltijj&L^—bi >z+'Jj! [ i^A-<£-£tf.}{?}JiJ^t}\k<£-iJ\ 
jy^4- (i^-f- y/ 1 '* JJ ^ J>" LvCl^iy ^/C-Vii fc* t£ 

bi^y \gL-£-\j"J l/wf/^y^_if J'(j>v^Ji-(/j/^Tj^y l y / " 

kfVjjJ-Zl Juvr-Z. 


j** 
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C — ' 


-Ti— Ji^‘ 

< £b<L-JfS-Z—l f lif AjL lH 

j^(J% $C<l —/l? 

— fjr*j\t£ LZl^ IV* 

♦♦ ♦ ♦♦ ♦♦ I 

is* ijil ijZ b 

c/vCC l/v^* Zl l/I <\J>f{\j LA> 6 Vc/t/c ^^ ^ 

(3^-^ i^ j 

♦♦ ^ ^ s' 

-^[}\p{j)jtf r ^\jj)\[ji^\jf\s't)j)\£-'C\pyi^)/'{yjy'J'<L- 
^ [J\ j)\ffij (J^JjL£ SS-^-^^L jl&IJ^liJf* 

-UtZ-jlPtjZoiJtjsiUJtir 

** c 


<l£ 6m 6^ if 



A<l£6- \^<CL- 


i~l <\JL 66b{jt £-J \jt {J*JIm* 

♦ ♦ 

' & ^{J L C*\jt J>*J 6 J i £ j&\5&\jff<\Ji Jl~ l^Zl 

^ .tf j* .Jj l.i 

l/ 5 v j£ J/ &f> Lf^u ji 

£/jL Ui>jU IjC Tji/(i> fi^ ifi) ^ 

Jt y i- ot^ ‘S (/^ «L o^ 
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OjjL* tjJbLZ 

S 6 J*1*^ ^if"/?(lJ/£jll L^/^)(jy^ wdJf 

Ul^ (Jv£ J>? (jj* [f/*<z— ^l%l/i)"(J , l jAc^y 

c£j J/" *£~jj\}ji {jjGjt jAy jA> \j\J'<z r J> 

^l/ y^ci^u?ilyw k 

♦ 

4«JLIa_o l i _2L>f 

♦♦ ♦♦ 

If i/i 

j\/jI<L- (^isJtJjl (J^jZlf Jr^jl/^Ui— Jj/I^S) j'£'/ 0> 

| ♦♦ ♦♦ ♦♦ ^ ♦ ' 

(jvjd 1 (J>* <L iZl(Jilt cA/ kZSlC>Ji/:Mj 
jjf&t&j^i/^L—lijt^jl/lr ^;JL 5 ij^}£-)!/e-r ijf! jA/i! 

fJilSu&J J>V(JjC; ^(J*IJA/* l<L-l&S 

♦ £ ♦♦ ♦ ♦♦ 

*-/t uJ/^pcy /(JJjkuiJlJ— ^,/tJjl (J^Jjf Jr'j-C^—lf Sl/ j *s U~ 
J i*^ < (jf~ )<^ (3-^ £/ l ^ i?i)£fij) *j{/fj'[} lJj & u^ {$\ji£-'\j)i^\& 

•* c * ** 

£/l?ljjl ifJJilbl - 

I (fcl fif* tfdjjijhjj 

(J^ (L1*/^ \sj i L~ i J^L u^ <£l fe^Ac) 5 & (Jv £ 

(./> (.Jv (4£^^y 2 !? /) ^ !5 (yf^ 1 ^lX^)^ 

i^*b ctf t)J?jZi)}[/>l(f~}j/ £}-<£-i) *b) \Jlj)l£—\S ( j I (J^ 

** c ? * ** 

L. iAL Ss£z <=_ U jji/b I y//24 !j£L I c/ ( £- ^7 T<£ U j 1* 
(J lOj 1 L s/)yiif*~ i/ b b c2.j i/I f( ^J^b bflg) \JiJi )/w £l~ 

^7 ttbb(£f&/^U[^fJ&)!^ijtfly')l7j)l^\7j[{£jil(£~dJ' 
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♦♦ ^ ^ 

( vJ 1 U>_ (J^* )_ L J> (^ 

Ji* O**^ J5 f O^ *** Ji* 

!/ii jyt^iJ^! 

^} * [j^j'j^j) l ($ ?j> < w?y ^ u^/ ^ 

•I'/flSi/3£> X c/lf 1. Uk. Sj7j-*lJM\$ 

♦ ^ 

/<L j L/ (j* jyr 

<f- It f ^4>/ lA iS" 7 /? 

(jyjvi? (Jl/i 2_ (^ Ul<^ (<^(j£ (J^L Jt) l 3 

<>(.ji 

: L L/,l^i^ ^>il 

\ji jtj i ^ C-^ (3-^-^ j J^ 

(f (J*)* - £- cf* li^^iJiAiiJik^ 

jyit^i) J*"jVb ^/i£i i— <J&»i 

((JiV X'‘ ^ 2—f\J\f 1^ 

l^Jj'/c— (J"l Zl Jr^j^ l£iyLj! jtfJ’&U* (J-?U^jjft? ^ 

pi^i 4xU <LUf ^Lkd ^*AJ 

(c£iy X^^iyCVjy JiCii t3/(j^iHZl (/> f— 
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IJrV<L~ (Jjf&d* — 

(jis^yyCyyffz—i/L/i 

L. thin JrjJ^ j?±c jv* U?‘A Jt 2- L d^^f* - 

((J^ )~ If % c— U^y^ Sd \'jj) j (Jy L? L <L~ \&\ 
2— l)jfri/faji (J^ 7 '~yis* 2- J^J'dZ 2— 1» )^dJ\ ifj^d'- 5/P■ d^y^ — 

((jj&)- tJlzs i) ^5 ^ l u>y^j i <l~ ys» < iJ[x l 

- L L/j \>j I <L cK»l Jrv/c/? 

JsjfjjIkjdLfsZJlCiJjL Js<: (Jvioif^dj: ij^d^^i.^ds^d* U$(j£ c/^ 

J,l/>£y! <L f^>il cPf/l (i/i£ 2-fe<bj^Ji)l JjdSy ;- 
^ <y~fd U ^ l J l> (/}: *-> (3 J ^ 

(MO 



nSyi/'t'CL- 

c— did'^'d* M* L-'\/ t j*\yi2- 1/ c j'yz<z- JWi id f d* 


-x St¬ 
ill 

d *\*Jt(J j-° 

iizi if* 5 
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(Jy/^ 4"’^ (3 ( ^/1 'Sifrf4r J ' 3 L. (vertical line) 
£, \)izLj}<C lAk c/U if(horizontal Line) 

If you are as good as you were yesterday, 
you will not be good for tomorrow. 

! 



&U&!) fc^V^: if -' ^ 

T/>i 

(c-£^) 

IrU Jy/ tv j (J^ 

( - 6 w 4 4 6 w - i 


cl ~^ ^L/^L Vi(/ — 

4 V i V v V " I** I* 

Jil f$l£ f{j ^ Jv l£ 

^ i? y 

_lLy 1 ^ LJV ^ II^ ^ r U _ 

^ ♦ 

£,/. {jZ<^ji <£1 cfiJ'uj- i£* ( d^” 

“*>\}\$/» 
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k—/ Ivi I ^ ^ 

9>U ^kSg^lvjl _/l«£l (j>*v(£l (ji 

Urk^ i/o^sQ \/t <L W f’Vy ^ c^ 1 <L $CiL <£y c/^l/l 

I £_).?Jy^>P!£vl0994_yi-^u£~<^_ (J'l^l l/^ ?<£_ 

'j\-<d.fjf /)Cfcj 

(^ ly J*vi I it <£y X f iX l7^Jo I vr^y £XC 9 j/JT i 

lj! liz'X (J Ify/fX ‘ W£/ Ijj C^; Je. _.«£_ £_V X U* k£^" 

(J>: ^ r^Jl/lI v j I C> r<r_ X X 7*y X (J>V_ L ytfv l? ^ i£ JX 
lj_ I U 9 j U^Vj I Jy* (J jy^l \$X <*&“<&. tX 

/uZ2Cut[5y/\ 

"If you fail to plan, you are planing to fail." 

: ^ IJ £ ^ ^ (j>^ 

»♦ *♦ ♦ » 
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[jT'"(goa\s)js&jbj&u3i^j • 

_^lr> 

C V 

-diT ijT*^[£sjt J'\j)\£ r ^. Jj Jf\jTl ti\JS*hj • 

(Action • 

♦♦ m ^ ♦♦ ♦♦ I 

jJ'y&fjy* IS'Zl ^ t^>/ 

Jr^U^ tj b 

- ji/^L-4 L-4 J&L i/i At £\>»><{jt2^\g tfJ'bj&ifj: 

& si I <LxA- ul v & s£'OCSl. &tjw-dt ftL. c^y Jfi JS\oPu 

bjJ^Z\7.‘<Z- [$J'l}&M£-iJ‘l-jtiJy^>-j&jlg£^if)-£„ jy^^dTj"" 
_ £- ^ ^(3 \Z* Jjy v UI <z— j l>* I if I- <£_ t $ ji (J ^ 15 I > K/j I £- li/C 

U^/^L ly vj I cPbvji ^“y^ (/Jvf*! £-\J\-£jjLtf) ^y lTl/' ^4? 

!«<L'yOU’jy^l> , l^‘cJHy<^(JvlJl— A 

\j£‘j)l)l)l<£- y £'ijti)y‘ ] 6<£-f > yi-l^C^k-^y^ItvO/l 1^ I /‘C 

-C/t^yO^W 



Jl. u 
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(Jyt I(i^—(/* c^< tj b 

jt<L~ ^ 

»♦ ♦♦ ' / »* w || *%♦ " ' y ♦. 

-<£~ U>£ *zsfi££ <L~ \J£jb£~h)\ (Jj^ U/jl LgST il 
\J^ i JL) f\ L~ (ji (^i ^/i/^^bSii 
(J^C • L^y - <£- U 7 3? (J L \J~\jt j'l y C^l u-^ y* l<£_ Irfl 

iiy^i^iy l (^(jy^b^i 2— 

* » ♦• ~ ♦ *^ ♦♦ ♦» * i ** 

b*j* f (jy* I >jf 

I (j!/ l^y^pyr'-^2^l^l 

^ LJ<£d? A & \gsA" 1 ^y lT(J^ ^ ^ 1 

♦ 

- i—iC ^ A- ^ i^ —/G^ 1^ i^ 
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c/U^i 

*^kS'^-S • w-C t ^ feL Zl 


jk^k £J <L j£ 6j'^k/j^\fjt jj^j? 

-^lr ^ ^ U1? i L ^ j L^lv^(./l^ I \Jl Jjf (J>r (J^ 

j)b)j?lSk J7f tijfS/bj)S [J^k <z- ( KL/*z~ (jj)/* \}$ 

t* ^u L, l& r y uot ^ r 

1/ lx -<£- C^lf Uj£ c5i (/f l£f<gJf 



(f ♦ ♦♦ •♦ ♦♦ I ♦♦ 

[Jic^L 1 kZ^jflS^ljvJk ‘Jt1 —^W^Lk 

i^[/"Ql if Tj* s2l (j ' iS^kJ^2sJis*SkJ'i} Mj) < 


H ** 

j*k [k ti'/iji/»~k Ug ^ L? (j£ c<^C^ L 
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J^[ 1 ^ yj*S^S/&<c^2L r ) 9 74'cgr\J^'£\$2—f 
- £z. fjg \$L-ff j \} I jt 

LrC -4r^ 

- JV A JV 

Ji> 2/j> 

OXX/-/XXOXX/XX^ Xoxx/ 
v'p XOX^ //XX0XX//XX0X 
OXX/v'XXoP Xv'v''xxx/v'XX 
OX^ >/ ■/ XXOXX/>/xp XXOXX/ 

/xxoxx/f XX0XX//XX0X 
Op x/XXOXX/v'xxx/v'XX 
OXX/v^XXOXX/Xp X^v'XX 

•/XXQ^ x/ v''xxqxx/•/Xxqx 



- 1 / -> J-* v 

3/t ?je 


fi) 

P P P P P P P 

P P P P P P P 

P P P P P P P 

P P P P P P P 

P P P P P P P 

//////// 

//////// 

/VVvWVV 

✓VWVVVV 

SYYYSYYY 

y^T 

000000000 

xxxxxx 

c/Ub 

000000000 

xxxxxx 


000000000 

xxxxxx 

JiJc)b)\ 

000000000 

xxxxxx 


000000000 

xxxxxx 


♦ ♦♦ 
l£ 









- u* if'^ ^ Ui .j i utijG^ if (/i 





(Importnat) ^f 

(Not Important) 


A 

B/C 

(jj) 

(Urgent) 



JAJ 

(Not Urgent) 

C/B 

D 


- (Jy £/ y c^ 2 ( lf^ T*j i—^ ^(j^ A/j l (^y^ Ivy* fj? _A 
^*}^~ijt jLl^yvIrv ^ \J*\J*t fi\f vy*l o.v_B/C 

• — •* • ♦♦ •♦ ♦* | I »* H 

Zl W !> L^ U^ /jrfii^ (Jl W £L 

(Jlj!lp‘(J^&jl(Js{fk2*fjif^ f{jtjy*\\j\^jj!Z^lf l 


^ 1 y l v jtr'U? J-lC I (j£ (jy* 1^ {j^sf^j Cb 

I ** *i ? C 
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SWOT AND PRIORITY BASED PLANNER 

S Strength O Opportunity Ranking (High-Low) Date : 

W Weaknesses T Threats Importance 5, 4, 3, 2, 1 Urgency 5, 4, 3, 2, 1 Priority a, b, c, d, e 



Make phtocopies of this chart. Fill this form every week. Just note down what you want to do and then fill the remaing coloumns. Review your progress 
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♦♦ ♦ ♦ «« 

(J*i— /ClptldU 

♦♦ y ♦♦ ♦♦ ♦♦ ^ 

<£^m\ 


(c^L 1 \*j) tfyO)k$ijii &r"c*> 

( l ii* cfti^ ) J? $ Ivj l&r'J^ 


>£) &_> L*/^ i*/^Cy^ _*ji -i 

(^{jj^ijxAj^J^^iJx 

Acr^JU/tiktytfA -2 
<c_ £/14 (JaT-2_ If ^\A\JL 7* 

♦ ♦♦ y 


Jt 2~$k£*>jjr' -3 
*j JM (99) JJ £ s (100) JZ 
L\j>\Jl l/l (*y iV JU*I (/I -Zl 

-<Ljtj*£-!y. 


-4 

(j^l I'l/I uJy) 7 (^* (Ji>^ 

c *♦ 

^_lf (Perfect) -4 

l/‘4‘^-lf 'l) r nJ!i\J* > J>\{j)^{]}/ijtiJ'lj)l 

AA)ii}/f^ji 


Jj/ i)jf bfijtfj) I Ijif'fjfjZ J >*j -5 


^ (j^ b IS 
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£ | ^ W ^ »V» M » « M « 

-«£_ L"/ J\!r>?>\j \>J jl -<fL% <L f '<—* 2 -SiJjV ^vL <£ i/i 

** ** v tv** I 

62 -fJ\s JJ ^<^~;^y(jvf!7i<Lyf<L>f^ ^c£ 2-S(te • 


ty^Ku L/ 6k ^ ^ l* L(Jv l£ (Jl (J^ki^jC 

o<£^yy*»^Cl w ij'iJ' Jj\s^jM l I Lr^ • 

** «♦ *%• «♦ W W •♦ M ♦♦♦ V 

-c£ V^Lli<L f\,y\rJS L^£Jfw L/jl l£ 

(J^kZli— & 3x5 Ljyij^^T^y^L £_J • 

** * V V 

/<£!k"<z2^^bi?i l>it^i • 

♦• ♦♦ ♦♦ ♦♦ / ♦• 

>c> l jjy£ y 2 ^/j^j Ik Jy/i ^i/i fO 

c/^k k fkl/ 1 

If / , »e~jS£\\J\j)\£-\J^J' 

f^\JSj£\s£-d'&U” Jy^l£l ^Ijjlfjt 2^/bku/l^6^ • 
\J>^L c— ^f\s {£(*[/<d5-jt Z —/^lyw i(ji l/*l/^ k^/Hc/ 

(f ♦♦ I ♦♦ ♦♦ ♦♦ ♦♦ ♦♦ / ♦♦ ♦♦ 

- c y zi ^ 



59 yjif'-diu- 1 

•* *•* (,•*—*+ ** 
(screen saver) ^jG^)^f\\J l 

- ijt (J' t BSj I t/ <!~f 

Zl 1 — f^ Zl (jy^iy* • 

W ♦♦ ♦ V •♦♦♦♦♦ W H* V V ♦ «* ♦♦ 

♦ ♦ ♦ ♦ 

it—bijfjis/JjP’l 

-cJe Jj/L/* & VL, Dl_ bs 6/ UI Jl/js L£jJjjIZ-I 

Li < ^*y cfx' J^ 1» (i/^ t/ r ^ 

(JVIf (Jfcj fcjfcUC^ JZ>/* 

J/V 'JXfJi? tAfC rtjjg, &>?( t/lf- 

-JU 

: W> ^ <L l^t/l 

i l^L Zli—(^ • 

♦ .A 

- ^ If ttf C/v)/X^ \ 7 frj)- { UV ^iio* 1 (Jfl/ • 

^ j7* A ^ r iu^ ^ ^ r^/j^z^ • 
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S Jr^fS1 — /Ji^i/^i j~s£ 

ij^k^vjsl uCl^jt 2^Jy/ijti^J^Il^iji>i jt Sii jilz/i ll ijjl? 

♦« ♦♦ ♦♦ / w ♦♦ ♦ w w ♦♦ 

V 1 -t£ 4~ 7 ^ U>/^% <-%£-£ d/*J»\ J) jA 

lj£ Jftfjjbjj {jj^/ijj tfjbs (JIjvj? Jt \£S))*£\4--j\a-£L- 

—^0,y|^v 

uXl L~ i jtL o^ f^i ^^jij* TZ1 

(J" L £ (ji Zly^Zl Jr^Zl ^ I A/ (J I'VJ Zl I c)lP*lf^ I 

3x5d}^jtf(j^{jjbl — A*u^ lA-Z—ijji 

-UZ&f\M\^J)j{<C&\ 

$r£j31 ^ ITi I c//^ 

2^ l£^VZl iJj£^&/. w f(j£ ^ Si i cf’-'zr' ^ if l&f 

>4J> J> f'rJsjt ^jSjS ^ I* jU*Z 1 c/ j -X<£ J*,, I l£ ^ 

j^£\js<\J^J'^j£\sj£\s^\$j9^t&j* :; t \jt 

\^\j))£-{ ) 6j)SiJP*\j t -£Z'\J* / f\£L-J'\y*\9J)S “(}y£ -Jt jm 

0*1 y*-dCjj»^Z^i/j)(}Z-^^ij\%s/> rr '1iZ--i£-~ Jy^J iJbJ—f 

** V ** ♦ V V 

-J _(silent)(jv*^y^y 

\J\fy'jj > .L- J.-Jj^ls jJ’j&fcZijvl^LiJbilaZ.ly l^UL Jl/jy^ 

^ ^ r t& /Lwi^ 4^-f - w # tv t&jji i u/^ 
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zLUyj)it£~j Jl>& / j'UjjI ljj\ic—^[p\p/^ i ^L^Ll^Vl 

♦♦ V ♦♦ W H ♦♦ ♦ * ♦♦ 4+ ♦♦ / w ♦ 

ivl^ i*uJ 



f-tJ^iAw ^ <L/ y^/ 

^ ij P> Aif^iAi/1— i- 4?-^\j P 1 /^ Pjt & y (J^ i) i \f'\jfi 

A &<-sS#<-j>-\f'\\/^^<-/>*\ j>\{5P^£jA '(v^S 

\JL)'<-*& cl- U)^/u j 5 Lj I f^C U i <L <j£ ”: c^'iy^i AJ-# - t/f 2^ 

Jl U (L. (j U* (J‘ (/ tfll* j L v L (jVi? ^A))A~ (J>? b^x* jy l ^ {j P t ( 1 c- 

-frjt&T 

C^^>.j>< <LiJ_f^j^j') *Jfs J>£v i/i w TXX^ ^ Tz-i 
if ><L wf(j\_^_>ixi if'/ij)ii/fSi£-"AliA If '-rf-c(&>\iC>ffJ>/ 
(i^"yj/L(Self Persuas\on)cAiyy ^4rc^i jtij yAl-U {S‘A^ 

-i/izC 

W ** 4 

4 -£-'-?^ J)i 'A.Sfi 1 ^ '' s #'‘=- :ix 1 1 /' (/^'/ v 1 

~4r lj A tU>% L i/vfjii/ftiiAl £-1 w Ki^l L. 

-jjfJsfosji 


U^UjZU 1 ’^ oj/yj/cf 1 ) 
‘if_)/%.j'i)J/jj>i\j_A? 
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‘iJjsA&d • 

‘L (browsing)wC/iU^Kchatting)u^rv • 

-\J>f save 



kjTLl? Lvv^T^Jfj (£I^ ifi wl£> iS^jC&f^ 

♦♦ ♦♦ ♦♦ ♦♦ ♦♦ / 

The more you sweat in peace the less you bleed in war. 

s>,Jm 4^(6U^■/■! CL~\j) I 1li» 

tijiJ'\J~ / fjt (j L 

IvCi'U* 1^ -JLj &S J%:\J)\<L~\Z *S& 

^yt 2^.? j Sj£ 

U^J^Tijt Jl :l/X~ <L-> Z—yt Jf (J?^iJ jyL :Lfy^ £^r" 

^ ♦ 6 
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h( l £*1 ti'i/Zjjl \Jj L bftf j*A Sd^^f-tS d~J 

VL Zl (i- 1 '-f/^(i/ ^ ^ o^4* 

- iSS J (/* cJ^hj^to SJ * (J^ ^ Ji * 


A— c~ [}h \J?j)\ JYL j\P x }' (/[/ j)\ c^lU r* L- i 

y>j)\(js? w i j^y j)\cl-\j j*\ if>? 

<l~ IfJjx./ [})j dj lr Sy^— j to - U-tf (jA'^s L A- <l —/1 
- l/ /l* _/1^ J"1r l * (J^ > / v^ 2 * 


»yl«-Kc^’ 


6/U^iV? 



L-\p% ijby/jrf i 

vfrv ^^Ll^iflj/Ji <^is>\ Z—i/jy'tf 

« w » «♦♦ «* « ^ ♦♦♦ V V 

((JlJ(J>l^y Ll(Jy /\) fa' • 


(report writing)// • 



fa f 64 

j/P • 

7^1 • 

^l>i. 





f *?£—\ei}l)iJjb^>} i/^L <L_ If* &i. U-Zl w K_^> 

-(A-*-/ 

♦ 

jt^(^5)J^r^bv^-(Reverse Calender)v>t/ t-'i:,—£J| 
ifiJ~*$2iLiJi!>ij^jZ / j'J'[rfi/i})JiJ‘j^ i<d?_(_ 

- v V V 

? ** * V V 

lSUX^l£Uy»* J ^*T~ fo* C 

i ** y *? v 

/<L fb\cL- 2Lk- i 

♦ 

l/(A'Jj L Ju? £_l 

S*">i<r~ (3 Afe iZl cA 

(Jlf^l (JvU‘1^1^ J^flSA t ^ A*Aj}\<jzs\j>-^czS 


w »* 
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ijf IjjjI L 


\/f^\£Z~L-J'ff^\JM*-s\rtjF 6-^ 

*» M | ^ ♦ * * 

LLi-ffrt\js\^\*j\. ^i 

-2^ jy'^iy 

«^x^iyyy" 

♦ 


y A . ^ 7 .. ^ ^ 

-Z^J^^fyil-voyijw l • 

M V V 

i 

-^(Jjf^lyllX'^lS^Zl wf • 

“ V V 







"2*?* 


<£-jy k \j*\ L^l (J^irZl c/L Zl c/ij^^lf {J\J^ 

2^ U (J^f.j'll /(/v 1— |cf 

^ (J^ l/y ^Afj)S oW*ly 

(i^)-(/ 

♦♦ 

%Ef i/1Kllfil~ ij^d^^rr' ^Uj? ^(3^ 

>yi(jlA 

^y^y £)ie» , )$)ijjti'giyst£f)tj££-tj’/Jl/iejf'ijyi 
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rutU’ZUiiS 

^Jissfj 

h h 

^»zL~j}J1 1 lo/jJ^iJ lP>u/ \ jt j*zs \j)j) * 5 fj 

h h h h 

(Value) JfiSkZsU* fj\ f~cjLfj&lb)£- 

b I - J^J^b f ^ 

i/^ v.j l>^/ 2L yH£l L/j (^(J^ij^ f/ll/i— I 

(fl&O-^drosS 
(J^''Jcfcfifo/Jti fj [$1*! M <ZL-& hfjc— JiZ—fj' 

♦♦ V V ♦♦ ♦ 
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J 


\&>i 


J^Cy^ (Jy IvCle^H (J^ iJr^l 

♦♦i ? ♦ ~i •? • M 

zl cf*L% ^yi^Zf o/iijtf- vi/yji (j"i^i <* rf ?}<&'$)\ £~ \j*M 

y (jyvCC (jy>*^(/l {f'^^/JljO‘l^\j)\^^//jt J>jt> 

J Aw - ^Lrjt <l —/ L Zl iL (/Zl ZL Zl JZ? 1 UVI J-Zl (Jy 

<^j(£fZVZl(J^^pw Ml f yZl^i— f\Jy^ 

\j\j*\Alj jL^^Jtiyyiiw^y^u/>^^(jyM 

- Jy lTcL 

</?* 

v Z~ZZ (J <££j}/* tjfijt ^ fol ij MI fol££/f*C>J 

£ 1 —/u^ (jj <yjrvy (j^ t*/Ls * < 




X> ^ I 5>^ 


tif_ J^lf (Jyx* U >c^ Zl ^L li^Zl y ^ 



68 
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?(yv>(i//)-o{r -2 

.:_ij? 


.:^L£ 



♦ 


(^^^ ^ (5^— l (.Z'^ L/^ -5 

? jJJ'j^) \}\j)\ Zl - (jy* 1^ 
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:^l£ 


?Jyz kyt \j$ jf\J\s£- i Jyz llvffji \fi£fyr'jt [f -7 

. 



♦ 



♦ 


(f~‘l—if -10 

3 U>i it ^ 6Z1 iji/vj' r 

.:^iir 
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.:^ii 


?kKvjI^L/" - 12 
. :^ii 


- ru^ u >51 i^jx-' jt hx- jt ij 1 ^ -i3 


-i 
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\ji> ‘ dLJ & 

^ »♦* ♦♦ 

:l {j/Lfyfj£\ 

tj^jtbvjjljfa ojIj d^Lfi J& l£yr$^_l 
5757U^LZlfc/7L57UiCs^iJ ‘•U/jfahL- (ft(J 
U (/%£✓ U j L- (Jt/i 7 1^77 ^ t/j 7 £ 

£7(J?(j^ ^< 7 tj)/*)£— 1 * 7 j l/ 2 ^ :ll/i_ (J^>^ 7 r^ 

br" L IrU c*£ 1* 07 ^ [£7(J?(J^ c^<7^7y<£ 

((J>£ y) * 1 <£- l7r"57 iyf/7 L - <£_ (J~77 I 

Ji m 

4 lC Md*^-'j%-dfj'y^4-£-0>\*>‘^-j : %Lfc(&>€4-‘Tr' 


- I 

~j*c lr il/**1£(J^^ (^^1(3^4— 

o\% i$J? [f'c— Jzt-’Zl jf\jPfj)\ Jyt Ctf U &l£ (J/f 4^ ^7^ 771 

-(Jjftflf 

♦ 

-<L- J j£ Jvv^X ^ 1 

T^J 117 c< ^ VJ lyGJ> (XJ ”^7 l 7 ^yi*vi 11 }iJ, ijyS \j t)J)S <^j£<L- \ 

2//< 

^ 7 byrLy^l^ii^i_ 

♦ 

<J Ij i— ftj&JJ)\ ilbi— f\$j\j<\ibl —/j tT If I 
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(/‘U Sbi ly/'cJiJ (jy^‘(J^* 

♦ * 

>)JS i ^(l)b frfj? jjI ‘(i)/*) J? ifi/1<^(l)b J—t 

i • L 

y^y^ f^ut Cf—/£ u~ d>^~ & f( t if t f< 

(j i y^ (j i 'jj/°j) i/^(j^ fc u < 

<• (Jjy* <L~\J)L 1 £/ t?w I • 

^ v v 


JistfsT 

fi'c— $>fb ^y^^f 

^yi/'fr cl~ £/ fJ^i) lj <L~ f [/^(j If JT* 

^ Jy i? l/ y^> ttfjbjs J^[j7 T(f< & "s&fs 





(Spli c^LU jt \J)M ^l&l 
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Office Routine Chart 1 

Self Designed Job Description 
Based on Experience in the Organization 

Reporting 


S.No. Nature of Work 


Routine 
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Individual Delegation -- 


Name of Delegatee: 


Date of 

Nature of 

Deadline 

Done 

Remarks 

Delegation 

Work/Communication 
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Delegation planning -“ 


Routine Work 


Title of Task Priority Delegate to Name of Week Days/Months 



Symbols to be used in six columns 
d: When delegated 
c: Expected date of completion 
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13-^vU 

Project Delegation Chart -~ 

When More Than Two Persons Are Involved 
Name of Persons (Delegatee) Nature of Work Logical 


with targets date (Steps) Sequence 



>}<L fZl faUcf-ijtJfktC oA^TZl(Location) 
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kamyabi22@yahoo.com:J^cX 



75530^»/8545(/t^ 


www.timemanagementclub.com 
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